
C O U N C I L  C O M M U N I C A T I O N  

To: THE CITY rnrnT1L C O W I L  KEETIIG DATE: NOVEI.IBEII 2, 1988 
FRoivl: THE CI!rY EnJ\NAGER’S OFFICE 

Sum=: AJ?PFO\%L OF CL?SS SPECIFIC4TIONS Apu”D S A y y i Y  RASG FOR BUYER POSITION 

IExxWExQrn ACTION 

That the C i t y  Council: 

1. ~ s t a b l i s h  tile p s i t i o n  of Buyer, Occupation Code #076, i n  t h e  Gt.r:eral Services 
group of q l o y e e s .  

2. 

3. 

Apprcve the c1ass”specifications attached hereto as  Exhibit A. 

Approve the monthly salary steps as: A - $1,925.00; B - $2,021.25; 
C - $2,122.31; D - $2,228.43; E - $2,339.84. 

2X!XGRXNf.l INFORMATION 

The Cif-y C o u n c i l  approved the addition of Buyer to the Finance Departxent, Purchasing 
aivision, with the adoption of the 1988-89 Budget. The approval of the attached 
specifications and the above salary steps will allow us to proceed wi*h recmibwnt. 

Finance D i r e c t o r  

F?HH:ss 

A t t a c h r e n t s  





DEFINITION 

*- 
BUYER 

Under general direction, purchases and  expedites a variety of 
materials, supplies, equipment, and services for  the C i ty  of Lodi .  

D I ST I NGU I SHI NG CHARACTER1 ST I CS 

This position i s  a journey level classif icat ion i n  the Finance 
Department, and  i s  independently responsible f o r  a wide range of 
purchasins and expediting functions. i t  i s  distinguished from the 
Buyer/Senior Storekeeper in t h a t  the l a t t e r  supervises the Storekeeper 
ftinction and performs 

SUPERVISION R E C E I V E D  AND EXERCISED 

Receives g2neral direction from the Purchasing Officer. 

May exercise indirect supervision over clerical  personnel - 
EXAMPLES OF DUTIES 

-- 

relatively routine buying functions. 

Duties may include, b u t  are not limited t o ,  the following: 

Reviews requisitions f o r  accuracy atid completeness, and consults with 
user departments regarding purchasing needs. 

O b t a i n s  and evaluates price quotations and analyzes bids .  

Develops and prepares purchase orders. 

Through contact w i t h  vendors and t h r o u g h  business and trade pub1 ications 
keeps informed on avai labi 1 i t y ,  price, terms, and del ivery schedules on 
both specific and projected needs. 

Keeps informed on economic conditions, commodity price trends, lead 
times and sources o f  supply, as well as development of new products 
which may be of use to  the City. 

Assist i n  the development and administration of contracts. 

Assists departments i n  the preparation of c lear  and complete 
specifications . 
Maintains purchasing records, prepares summaries and reports, including 
vendor performance reports, and maintains bid l i s t s .  

E!orks w i t h  departments t o  solve delivery, quality, or invoicing 
problems t h a t  may arise concerning purchases made through  the  
Purchas i ng Department . 
Maintains a level of knowledge of purchasing and inventory control 
laws, techniques, procedures, and policies necessary t o  perform the j o b  
i n  the most effective and eff icient  manner. 

other related duties as assigned. 
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QUA1 I FICATIONS 

Know1 edge of: 

Principles and  practices o f  purchasing. 

Competitive bidding procedures. 

Inventory Control procedures. 

Basic accounting procedures and practices applicable t o  the pcrcnasing 
function. 

Types and sources of  materials, supplies, services, at?d inforGation on 
economic conditions and industry trends. 

Applicable federal , s t a t e ,  and local laws, and regulations regarding 
purchasing . 
Ability to :  

Interpret and apply applicable ordinances, ru les ,  and regulations 
affecting purchasing operations. 

Analyze and in terpre t  requisitions, plans, drawings, and specifications. 

Prepare clear and concise specifications. 

Buy effectively considering price, service, quali ty,  and delivery. 

Establish and m a i n t a i n  acctirate records and f i l e s .  

Set pr ior i t ies ,  organize work, and  make soilnd business decisions. 

Communicate effectively, both oral ly and w r i t i n g .  

Perforin accurate basic mathematical functions. 

Establish and maintain effective workicg relationships w i t h  Ci ty  
personnel, vendors, and the general pub1 ic. 

Education and Experience 

Any combinatfun equivalent t o  experience and education that  would 
l ike ly  proltide the required knowledge and  a b i l i t i e s  would be 
qualifying. A typical combination is: 

Experience 

Three years experience i n  purchasing and expediting materials, 
supplies and equipment. 

Education 

Equivalent t o  the completion of the twelfth grade. 

License and Cert if icates 

possession af  a valid drivers license issued from California Department 
of Motor vehicles. 


